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A. KNOW THE DUE DATES 

B. KNOW YOUR CTE PROGRAMS & COURSES 

C. KNOW YOUR METHOD OF SUBMISSION   

A. GATHER YOUR ENROLLMENT DATA 

B. BEGIN ENROLLMENT REPORTING 

C. REVIEW, SAVE/PRINT YOUR ENROLLMENT REPORTS 

 

 

 

 

A. MAKE SURE TO MAKE ALL CORRECTIONS 

B. SUBMIT EXEMPTION REQUEST 

C. RECEIVE 2016 STATE FUNDING FOR 2017 

ALLOCATION 

 

 

 

HOW TO  

SUBMIT ACCURATE ENROLLMENT DATA REPORT ON TIME  

& RECEIVE STATE  PRIORITY GRANT FUNDING 
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A. KNOW THE DUE DATES 

B. KNOW YOUR CTE PROGRAMS & COURSES 

C. KNOW YOUR METHOD OF SUBMISSION 

  

 

 

 

Available in the:  

• Enrollment Reporting Services 
http://www.azed.gov/career-technical-education/carl-d-perkins-accountability-and-reporting/#EnrollRrt  

A. KNOW THE DUE DATES   

        CTE Timelines for FY 2016 
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  KNOW THE DUE DATES 

B.  KNOW YOUR CTE PROGRAMS & COURSES 

C.  KNOW YOUR METHOD OF SUBMISSION 

  

 

 

 

Available in the:  

• Enrollment Reporting Services 
http://www.azed.gov/career-technical-education/carl-d-perkins-accountability-and-reporting/#EnrollRrt  

• CTE online Handbook 
http://www.azed.gov/career-technical-education/cte-administrators-online-handbook/  

B.  KNOW YOUR CTE PROGRAMS & COURSES   

– 2016 CTE Program List  

– 2015-2016 CTE Program Codes and Titles 
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NEW PROGRAMS 

BEGINNING 2016 

• 51.0707.00 Health 

Information Technology 

• 51.0808.00 Veterinary 

Assistant 

 

PROGRAM NAME CHANGE 

• Advanced Construction 

Technologies changed to 

Construction 

Technologies 

• Cosmetology changed to 

Cosmetology and 

Related Personal 

Grooming 



PROGRAM CODES & TITLES  

For a complete list of sequence of courses 

that should be offered in Career Preparation 

for each program 

 

Program number and title 
 
Sequence of courses 
 
 
 
Course number and title 



C.  KNOW YOUR METHOD OF SUBMISSION 

– Web/Manual entry 

– Text file upload 

Both methods of submission will be using the CTE Enrollment & Funding online 

system, http://www10.ade.az.gov/CteEnrollmentAndFunding   

  KNOW THE DUE DATES 

 KNOW YOUR CTE PROGRAMS & COURSES 

C.  KNOW YOUR METHOD OF SUBMISSION 

  

 

 

 

http://www10.ade.az.gov/CteEnrollmentAndFunding
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A. GATHER YOUR ENROLLMENT DATA 

B. BEGIN ENROLLMENT REPORTING 

C. REVIEW, SAVE/PRINT YOUR ENROLLMENT 

REPORTS 

 

 

 

 

A. GATHER YOUR ENROLLMENT DATA/INFORMATION 

 CTDS Number- County Type District School – 9 digit number 
 Program Title/ Program Code – Example- Accounting and Business Related/ 52030000 
 Course Title/ Course Code – Introduction to Business and Accounting/ 52030010 
 Term- Term 1 is 1st semester 40th day enrollment, Term 2 is 2nd semester/ 100th day enrollment 
 Period 
 Number of Weeks- per semester 
 Number of Minutes- per week  
 Room Number 
 Teacher SSN 
 Grade Counts 
 Gender Counts 
 Special Need Counts 
 Teacher Name and Cert/License Number (for articulated courses) 
 CTDS Number of the school of attendance (for articulated courses) 

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0CAcQjRxqFQoTCLLorbL9j8gCFYiXiAodL_sB8A&url=http://www.suggestkeyword.com/QnViYmxlIE51bWJlcnM/&bvm=bv.103627116,d.cGU&psig=AFQjCNHx_CUrUIRMr2PDWBrUXlAi_-tIcQ&ust=1443194588260087


- Go to http://www10.ade.az.gov/CteEnrollmentAndFunding  

- Enter your User name & Password 

- Click on Log On 

B.  BEGIN ENROLLMENT REPORTING 

YOU FORGOT?? 
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Web/Manual entry submission 
 Click on enrollment  tab (40th day/ 100th day) 

 Select school  

 Click go 



ADDING A RECORD 

 Click on +Add New 

 Non Articulated  

 Articulated 



 Choose Program Description and Course Description 

 Enter  

 Enrollment Information 

 Enrollment Count by Grade 

 Enrollment Count by Gender 

 Enrollment Count by Special Populations 
 Click save when done 



How to report CTE programs with common  introductory course (.10) 

If school has  
more than  
1 program 
Ex: Graphic/ 
Web Design 
& Film & TV 
School will use  
the common 
Introductory  
Course in the 
report  



Reporting Programs with common  introductory course (.10) 

Example- reporting Fundamentals of Allied Health course/51080010 

 Choose Allied Health Intro Courses for Program Description  

 Then choose Fundamentals for Allied Health for Course Description 

 



10.0200.20 Digital Printing 10.0200.11 Communications Media Technologies Fundamentals

10.0200.30 Graphic/Web Design 10.0200.12 Communications Media Technologies Fundamentals

10.0200.40 Journalism 10.0200.13 Communications Media Technologies Fundamentals

10.0200.50 Digital Photography 10.0200.14 Communications Media Technologies Fundamentals

10.0200.60 Animation 10.0200.15 Communications Media Technologies Fundamentals

10.0200.90 Film & TV 10.0200.16 Communications Media Technologies Fundamentals

10.0200.00 Music/Audio Production 10.0200.17 Communications Media Technologies Fundamentals

15.1200.20 Computer Maintenance 15.1200.11 Fundamentals of Information Technologies

15.1200.30 Network Technologies 15.1200.12 Fundamentals of Information Technologies

15.1200.40 Software Development 15.1200.13 Fundamentals of Information Technologies

15.1200.50 Web Page Development 15.1200.14 Fundamentals of Information Technologies

15.1300.20 Architectural Drafting 15.1300.11 Fundamentals of Drafting & Design Technologies

15.1300.30 Electronic Drafting 15.1300.12 Fundamentals of Drafting & Design Technologies

15.1300.40 Mechanical Drafting 15.1300.13 Fundamentals of Drafting & Design Technologies

46.0300.20 Residential Electrician 46.0300.11 Fundamentals of Electrical & Power Transmission Tech

46.0300.30 Industrial Electrician 46.0300.12 Fundamentals of Electrical & Power Transmission Tech 

46.0400.20 Advanced Construction Technologies 46.0400.11 Construction Technologies Core Curriculum

46.0400.30 Carpentry 46.0400.12 Construction Technologies Core Curriculum

46.0400.40 Cabinetmaking 46.0400.13 Construction Technologies Core Curriculum

47.0600.20 Automotive Technologies 47.0600.11 Transportation Technologies Core Curriculum

47.0600.30 Automotive Collision Repair 47.0600.12 Transportation Technologies Core Curriculum

47.0600.40 Diesel Engine Repair 47.0600.13 Transportation Technologies Core Curriculum

47.0600.50 Aircraft Mechanics 47.0600.14 Transportation Technologies Core Curriculum

48.0500.20 Automation/Robotics 48.0500.11 Fundamentals of Precision Manufacturing 

48.0500.30 Precision Machining 48.0500.13 Fundamentals of Precision Manufacturing

51.0800.20 Pharmacy Support Services 51.0800.11 Fundamentals of Allied Health

51.0800.30 Laboratory Assisting 51.0800.12 Fundamentals of Allied Health

51.0800.40 Medical Imaging Support Services 51.0800.13 Fundamentals of Allied Health

51.0800.50 Sports Medicine & Rehabilitation Services 51.0800.14 Fundamentals of Allied Health

51.0800.60 Medical Assisting Services 51.0800.15 Fundamentals of Allied Health

52.1800.20 Professional Sales & Marketing 52.1800.11 Fundamentals of Marketing, Management and Entrepreneurship

52.1800.30 Advertising & Public Relations 52.1800.12 Fundamentals of Marketing, Management and Entrepreneurship

52.1800.40 Entertainment Marketing 52.1800.13 Fundamentals of Marketing, Management and Entrepreneurship

52.1800.50 Entrepreneurship 52.1800.14 Fundamentals of Marketing, Management and Entrepreneurship

52.1900.20 Fashion Design & Merchandising 52.1900.11 Fundamentals of Design and Merchandising

52.1900.30 Interior Design & Merchandising 52.1900.12 Fundamentals of Design and Merchandising

Use the Fundamentals course on the right column if the course is the Fundamentals course for the Program on the left column

Reporting Fundamentals course for specific programs (that used to be options) 

If school has  
only 1 program 
Ex: Digital Printing 
       only  
School will use  
the Fundamentals 
Course for the  
specific program 
 
.11 CIP Code is 
Used for the 
Fundamentals  
Course IF the  
Course is the  
Fundamentals  
Course for 10020020/ 
Digital Printing ONLY 



Example- reporting Communication Media Tech Fundamentals for Animation 

program 

 Choose Animation/10020060  for Program Description  

 Then choose Communication Media Technologies Fundamentals/10020015  for Course 

Description 

 



All other programs, intro/.10 courses are in the Course Description 

dropdown choices  



 Enter all information 

 Click Save 

 A message will pop up telling you that the record was saved 

 40th Day record was created 

 The 40th Day record was copied over to 100th Day (ONLY FOR WEB ENTRY) 



Reporting articulated courses 

 In the Articulated Section, click on +Add New  
 

 



 Enter all information 

 Click Save 

 A message will pop up telling you that the record was saved 

Enter 9 

zeros 

 

 

Choose the 

school of 

attendance 

CTDS 

 

 

No dash 

 

 



 Repeat the steps for all courses you need to add 

 Actions you can take- View Details, Edit, Delete 

 



 Click on Upload tab to see the information on the records entered including the reports 

• Click on File Name to see the records entered 

• Click on Reports to see the reports/VOCI 11 

 

•  If you click on Delete, all records entered will be deleted  
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TEXT OR CSV FILE submission 

 

 For record layouts go to http://www.azed.gov/career-technical-education/grants-mis-services/  

• Course Enrollment non-articulated text file record layout  http://www.azed.gov/career-technical-

education/files/2011/06/cte-course-enrollment-for-non-articulated-courses-voci11.pdf  

• Course Enrollment articulated text file record layout  http://www.azed.gov/career-technical-

education/files/2011/06/cte-course-enrollment-for-articulated-courses-voci11.pdf  

 
 

 

Click on Upload tab 

Browse for your text file Click on Upload 
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 For reports/VOCI 11 click on the icons           under Reports column (by session report) 

 If you click on Delete, all records uploaded will be deleted  

Click the link to see 

the records uploaded 

records uploaded 

A1234560010101003001010010123456789130320185008 0220040010000010001700270070000000000000000000000 

A1234560010101002001010010123456789130320185008 0220040010000010001700270070000000000000000000000 

A1234560010101004001010010123456789130320185008 0220040010000010001700270070000000000000000000000 

A1234560010101006001010010123456789130320185008 0220040010000010001700270070000000000000000000000 

http://upload.wikimedia.org/wikipedia/en/5/57/Circle-style-warning.svg


 

 Click on each record to see the details 

A1234560015202000052020099123456789130320185008 0220040010000010001700270070000000000000000000000 

A1234560010101003001010010123456789130320185008 0220040010000010001700270070000000000000000000000 

A1234560010101004001010010123456789130320185008 0220040010000010001700270070000000000000000000000 

A1234560015202000052020099123456789130320185008 0220040010000010001700270070000000000000000000000 



 

 Click on Edit if you need to make changes  

 If  no changes are needed, click Back to go back to the list of records uploaded 



 

 Number of errors/Invalid Records will show after upload 

• Click on the link under the Invalid Records column to see the errors and to make 

corrections 

Click to see the details 

A1234560010101003001010010123456789130320185008 0220040010000010001700270070000000000000000000000 



Make the correction 

then click save to 

add the record 



Reports- 

• VOCI 11-1- Records were added to the Course Enrollment File (VOCI21) 

• VOCI 11-1 – 1ST page is the SIGNATURE PAGE – return/email to CTE after 

verifying the report for accuracy 



Report can be saved in CSV, PDF, or EXCEL format 

*XXXX 

*XXXX 

*XXXX 

*XXXX 

*XXXX 

*XXXX 

*XXXX 

John 
Doe 

John 
Doe 

John 
Doe 

John 
Doe 

John 
Doe 

John 
Doe 

John 
Doe 

John 
Doe 



• VOCI 11-2/ Error Report- Records not added to the Course Enrollment File 

(VOCI21) 

*XXXX John 
Doe 



 Click on Reports tab 

      Enrollment reports 

• VOCI 11-1- all 40th day/100th day records 

• VOCI 11-2- all 40th day/100th day records with errors or deleted records 

• VOCI 17- Teacher Certification Report 

• VOCI 21- Course Enrollment Master File  
 
 

C. REVIEW, SAVE/PRINT YOUR ENROLLMENT REPORTS 

 



A. MAKE SURE TO MAKE ALL CORRECTIONS 

B. SUBMIT EXEMPTION REQUEST 

C. RECEIVE 2016 STATE FUNDING FOR 2017 

ALLOCATION 

 

 

 
A. MAKE SURE TO MAKE ALL CORRECTIONS 

     - Review your error report, VOCI 11-2, and teacher certification report, VOCI 17 

Teachers teaching the course/program must be properly certified by MAY 1, 2016 

 

TEACHER CERTIFICATION REQUIREMENTS FOR PROGRAMS- Use the Coherent 

Sequence and Certification section of the online Handbook as your guide in knowing what 

certification your teacher needs 

http://www.azed.gov/career-technical-education/cte-administrators-online-handbook/  

 

ADE Certification Unit contact information: 

Email- Certification@azed.gov 

Phone- 602-542-4367 

Website- http://www.azed.gov/educator-certification/contact-certification/  

Janet Pentek, Exec Director- 602-542-4000 
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B. SUBMIT EXEMPTION REQUEST 

EXEMPTION REQUEST 

http://www.azed.gov/career-technical-education/forms/#ExemptionForms  

 

An electronic Exemption Request may be submitted for the current school year, for items listed 

on the Exemption Request form that will not currently generate funding for the district program 

due to specific missing requirements. 

 

• May be submitted any time during the school year, prior to the deadline date in June 

 

• Will be approved or disapproved by the Program Specialist  

 

• If granted, it’s good for one year 

 

 

To check status of Exemption Request, contact : 

Julie Shumate 602-542-5044/j ulie.shumate@azed.gov  

http://www.azed.gov/career-technical-education/forms/#ExemptionForms
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EXEMPTION REQUEST http://www.azed.gov/career-technical-education/ 





TO GENERATE FUNDING 

FOR 11
TH

 & 12
TH

 GRADE 

STUDENTS 

The data submitted on the Enrollment  Reports is used to generate the State 

Priority Grant funding 

C. RECEIVE 2016 STATE FUNDING FOR 2017 ALLOCATION 

= 

FUNDING REQUIREMENTS 

SHOULD BE IN PLACE 

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0CAcQjRxqFQoTCOj0icHdkMgCFUk3iAodS30CMg&url=http://contentinjection.com/jigsaw-puzzles-for-sale/&bvm=bv.103627116,d.cGU&psig=AFQjCNHc-VbwrqeNE4Sj_ekPE2mPL2nEbA&ust=1443220503274591
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0CAcQjRxqFQoTCOaGpePdkMgCFYtFiAod8NYCfw&url=http://dontmesswithtaxes.typepad.com/dont_mess_with_taxes/2011/03/tax-credits-for-going-green.html&psig=AFQjCNEXvrPibKyjULDlIauVg7LWuP4-wg&ust=1443220568260034


FOR HELP, ASSISTANCE, QUESTIONS, CONCERN…. 

Janet Silao 602-542-5485/ janet.silao@azed.gov 
Tammie Chavez 602-542-3839/ tammie.chavez@azed.gov  
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